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J. Use of Telephone - The use of City telephones for personal calls is to be kept to a 
minimum. When it is necessary to make or receive personal calls during working hours, 
they are to be kept as brief as possible. Abuse of telephone privileges for personal calls 
will result in disciplinary action. 

K. Public Relations - Employees of the City are in a position of public trust and, as such, 
must be courteous and helpful, accepting their responsibilities as public servants, and be 
attentive to citizens who seek assistance, information, or desire to register a complaint. 
Employees are to keep in mind that their primary obligation is to render impartial, 
efficient, and effective service to the public in the discharge of their duties. 

L. Tobacco Policy - The City is committed to providing a healthy and safe working 

environment. In keeping with this commitment and state law, tobacco use is not permitted 

in City Buildings or within twenty-five (25) feet of the entrance or exit of any building and 

-in City Vehicles if a member of the public is in the vehicle. (Amended and Approved 

by City Council July 20. 2006) 

M. Firearms - To insure the safety of employees and the public, no employee is allowed to 
carry a fire arm, whether concealed or not, within City buildings unless the duties of the 
employee's position require the carrying of a weapon. 



SECTION 200 
EMPLOYMENT PRACTICES 

201 - EQUAL EMPLOYMENT OPPORTUNITY/NON-DISCRIMINATION POLICY 

The City of Harrah is committed to providing equal opportunity to all employees and applicants 
for employment. There shall be no discrimination against any employee or applicant on the basis 
of race, color, creed, religion, national origin, age, sex, disability or veterans status. This 
commitment extends to every aspect of employment, including recruitment, selection, placement, 
training, compensation, promotion, transfer, layoff, recall and disciplinary action. 

The City Manager and the Human Resources Director have been assigned the responsibility of 
ensuring that all phases of personnel administration are in harmony with this policy. The 
responsibility for administering this policy is delegated to Department Heads and Supervisors. 

202 - PROFESSIONAL CONDUCT AND ANTI-HARASSMENT POLICY 

The City of Harrah desires to have a professional and congenial work environment and will take 
reasonable steps to insure that the work environment is pleasant for all who work here. All 
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employees are expected to treat others with courtesy, consideration and professionalism. The City 
of Harrah will not tolerate the harassment of any employee or citizens by any other employee, 
supervisor, citizen or vendor. Employees may not use epithets, slurs or other terms or language 
designed to threaten, insult, intimidate or show hostility to another. Employees are prohibited 
from posting or circulating in the workplace any written or graphic materials or other objects that 
attack, defame, belittle, degrade or show hostility or aversion to any person or group of people. 
In an effort to avoid even the appearance of impropriety, this policy is more stringent than certain 
state and federal laws. Consequently, an employee may be found to have violated this policy even 
though his conduct would not give rise to a violation of state or federal law. 

Harassment for any discriminatory reason, such as race, gender, national origin, disability, age, 
religion or veteran status is prohibited not only by State and Federal laws but also by the policies 
of the City. The City of Harrah prohibits not only unlawful harassment but other types of 
unprofessional and discourteous conduct. Accordingly, derogatory, racial, ethnic, religious, age, 
gender, sexual orientation, sexual or other inappropriate remarks, slurs, "jokes, " written material 
or actions will not be tolerated in the workplace. 

Included in this prohibition is a prohibition against sexual harassment, which includes unwelcome 
sexual advances, requests for sexual favors, or any other visual, verbal or physical conduct of a 
sexual nature when: 

1 . Submission to the conduct is made either implicitly or explicitly a condition of the 
individual's employment; 

2. Submission to or rejection of the conduct is used as a basis for an employment decision 
affecting the harassed employee; or 

3 . The harassment has the purpose or effect of unreasonably interfering with the employee * s 
work performance or of creating an environment, which is intimidating, hostile or 
offensive to the employee. 

Each employee must exercise his own good judgment to avoid engaging in conduct that may be 
perceived by others as harassment. Forms of harassment include, but are not limited to: 

1. Verbal: Sexual innuendos, racial or sexual epithets, derogatory slurs, off-color jokes, 
propositions, threats or suggestive or insulting sounds; 

2. Visual/Non- Verbal: Derogatory posters, cartoons, telefaxes, e-mail, internet contacts, 
drawings, suggestive objects or pictures, graphic commentaries, leering or obscene 
gestures; 

3 . Physical: Unwanted physical contact including touching, interference with the individual's 
normal work movements or threatening gestures; and 
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4. Other: Making or threatening reprisals as a result of a negative response to a harassing 
action. 

Any employee or applicant who feels that he or she has been subjected to harassment or otherwise 
has been discriminated against due to his or her race, color, religion, national origin, gender, 
sexual orientation, age, disability or veteran status, or who witnesses harassment of or 
discrimination against another employee, should promptly report the incident to the City Manager 
or Human Resource Director. A complaint form is attached as Appendix "A" to the Handbook. 
All complaints of harassment or discrimination will be investigated. In determining whether 
alleged conduct constitutes harassment or discrimination, the totality of the circumstances, the 
nature of the harassment and the context in which the alleged incidents occurred will be 
considered. Except as deemed necessary to investigate and remedy violations, management will 
keep any complaint and the information revealed in the investigation as confidential as possible. 

All employees are strongly encouraged to use the complaint procedures set forth herein if they 
believe they have been subjected to discrirnination or harassment. Before it becomes a serious 
problem and the conduct interferes with an individual's work performance or creates a hostile 
environment, employees are encouraged to notify management of conduct that may violate this 
policy. That will allow management time to address the situation. If the employee believes that a 
supervisor or management employee has engaged in harassment, the employee is encouraged to 
use the supervisory by-pass procedure attached as Appendix "B" to the Handbook. 

The initiation of a complaint, in good faith, will not be grounds for discipline. It is a violation of 
the City's policy for an individual to be disciplined or otherwise disadvantaged as a result of a 
good faith resort to this complaint procedure. However, deliberately reporting false allegations 
may be considered as a form of harassment and may subject an employee to appropriate discipline. 

If a person is determined to have violated this policy, the City will take appropriate action 
designed to prevent any further incidents of inappropriate behavior. If necessary, this could 
include disciplinary action up to and including termination. In addition, management and 
supervisory employees may face disciplinary action if they fail to take corrective action after 
becoming aware of the existence of harassment or discrimination, regardless of whether the victim 
has filed a formal complaint. 



203 - THE AMERICANS WITH DISABILITIES ACT (ADA) 

The City will take all reasonable steps to insure that interview, hiring and employment practices 
do not conflict with the provisions of the Americans with Disabilities Act. The City will provide 
reasonable accommodation to a person with a disclosed disability in terms of application, hiring 
and job retention so long as such accommodation does not result in an undue hardship. It is the 
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responsibility of every employee to comply with the provisions of the ADA and to create a 
positive work environment. 

204 - ALCOHOL AND C ONTROLLED SUBSTANCES POLICY AND TRST TNfi 
PROCEDURES 

The City requires a commitment from all employees to keep an alcohol and drug-free workplace. 
As a condition of employment, employees must abide by the terms of this policy. The unlawful 
manufacture, distribution, possession or use of an illegal substance or the use or possession of 
alcohol is prohibited anywhere in the workplace or on City property. 

Use of a controlled substance is not prohibited when prescribed by an authorized medical 
practitioner for treatment and when used as directed. In these circumstances, employees are to 
inform their supervisors that they are taking medicines, which may result in side effects. 

As a condition of employment, an employee must notify the Human Resources Director of any 
criminal drug statute conviction no later than five (5) days after such conviction. Criminal drug 
statute means a criminal statute involving manufacture, distribution, dispensation, use or 
possession of a controlled substance. Upon conviction of any such violation, the City will take 
appropriate disciplinary action against the employee, up to and including termination, and/or 
requiring the employee to satisfactorily participate in an abuse rehabilitation program. 

A copy of the City of Harrah's complete Alcohol and Controlled Substances Policy and Testing 
Procedures applicable to employees and applicants covered by this Handbook is attached as 
Appendix "C" to the Handbook. 



205 - NEPOTISM 

Neither the City Manager, the City Council nor any other authority of the City government may 
appoint or elect any person related to the City Manager, any Council member, or himself, or in 
the case of a plural authority, to one of its members, by affinity or consanguinity within the third 
degree, to any office or position of profit in the City Government. However, this shall not 
prohibit an officer or employee from continuing in the service of the City. This includes any 
spouse, child, brother, sister, parent, uncle, aunt, niece, nephew or cousin. In addition, it is the 
policy of the City not to employ persons related to one another within the third degree in the same 
department or in positions where one person might be in a supervisory position to a relative. 
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